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Before the seminar 


Checklist - 35 mm slide projector with remote control 

- 16 mm film projector, or video monitor and playback 

- projection screen 

- boxed manuals, with cards and labels typed 

~ one brochure for each participant 

- one copy of the list of participants for each 
participant, the coordinator, and designer 

- proper lighting 

- two light-pointers 

- room layout 

- training slides 


Preparation ~ boxed manuals and list of participants on tables 
- brochures on coordinator's table 
- test lighting, sound, projector/videotape, etc. 
- coffee and snacks if necessary 
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SLIDES SPEAKER 
A. Introduction to the seminar 
Coordinator 
(Full lights) Welcome to this seminar on Northern 


Telecom's visual identification program. 
Before we get going, I'd like to introduce 
all of the participants. 


1. 


My name is - I am the 
visual identification coordinator for, 
this subsidiary. My role is to help 
implement the corporate policy on 
visual identification and to assist 
you in following it. 


With me is Ken Kaskin. He'll be 
co-conducting this seminar. He is a 
graphic designer from Toronto who 
designed the visual identification 
manual, advised us on the 
establishment of the visual 
identification program, and came up 
with specific standards. Ken is an 
ongoing consultant to Northern Telecom 
on the visual identification program. 


This seminar will last for about two 
hours. First we will review the 
objectives of the seminar, and we will 
show you an audio-visual. Then I will 
ask you to open the manuals which are 
inside the boxes in front of you. We 
will show you slides to explain the 
Manual and, finally, distribute a 
brochure that has been prepared to 
create awareness of the visual 
identification program. At the very 
end, we will leave time for any 
questions you may have. 
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Our principal objective today is to 


4a, 
introduce to you the visual 
identification program and to make you 
comfortable with the Visual 
identification and design standards 
manual. We will try to answer any 
questions that may arise during the 
seminar and explain who you can turn 
to if questions come up later. We 
will also be discussing what, if 
anything, needs to be done after this 
seminar. So, simply put, our 
objective is to introduce you to the 
program and make you comfortable with 
it. 
Before I turn things over to Ken, are 
there any questions about what I have 
said so far? 
(answer questions) 
Okay Ken, it's yours. 

Designer 

5. The audio-visual you are about to see 


has been produced especially for these 
seminars. It lasts about seven 
minutes. 


The audio-visual gives a general 
overview of Northern Telecom's visual 
identification program. It outlines 
the contents of the manual and touches 
on points that we'll expand later in 
the form of a slide presentation. 


So, if we could have the lights off, 
we'll show you the audio-visual now. 
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B. Audio-visual presentation 


(Lights off - total darkness) 


(Run audio-visual projector) 


SPEAKER 
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C. Why visual identity is important 
(Lights on) Designer 
1. a. A corporate identity program is 


not just an exercise in design and 
its intent is not just to make a 
pretty signature for a 
corporation. It is a business 
activity as important as any other 
activity in the corporation. 


The purpose of a visual 
identification program can be 
broken down into two parts: 
one is abstract; part two is 
concrete. 


part 


The abstract part of visual 
identity is the part that you 
can't touch, you can't put your 
hands on. 


Primarily, the abstract aspect of 
visual identity is that it 
provides the corporation with a 
language for visual 
communications. For example, 
Coca-Cola has a visual 
identification program which all 
of us in this room clearly 
recognize. On its books, the 
Coca-Cola corporation values this 
visual identity at something 
approximating $1 billion. 
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(cont'd. } 

So, although the purpose of a 
visual identification program in 
this respect is seen as being 
abstract, it is measurable in 
dollar terms. 


Furthermore, -a visual 
identification program is a kind 
of protocol for action. It 
provides a set of rules by which 
people can make decisions 
regarding the things they are 
producing for the purpose of 
visual communication. 


Let me give you some examples. 
Airline pilots operate by a 
certain set of rules, or standards 
which makes flying possible. 
Otherwise, they'd all be crashing 
into each other. There is also a 
set of rules for the road, and 
standard road signs which we 
follow in order to prevent 
crashing into each other. 


In another area, there are 
standard accounting procedures, so 
that everybody isn't adding up 
numbers according to his or her 
own rules. And one area that most 
of us are familiar with is design 
and manufacturing standards. 
Again, these rules dictate how 
something is to be designed or 
manufactured. In the secretarial 
area, there are certain 
conventions by which we, for 
example, prepare a letter. We put 
the name and address of the person 
up at the top of the page and not 
at the bottom. 
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All of these rules, conventions, 
standards tell us how to do 
things. They are protocols for 
action. And that is what a visual 
identification program does. It 
tells us which actions are to be 
taken to visually identify the 
corporation. 


That is the abstract purpose of a 
visual identification program. 


But there is another purpose and 
this one is more concrete. 


The concrete purpose of a visual 
identification program is to add 
to the bottom line of the 
corporation. Basically, to reduce 
its costs or, put another way, to 
increase its profits. 


Systems which have been set up for 
visual identification save time 
and money. Let me give you an 
example: business cards. Most of 
us in this room have business 
cards which look the same. Each 
card looks like every other card. 
That is a system. These cards 
reflect a system by which business 
cards are designed. Obviously, 
every time we need a business 
card, we don't go out and design 
our own format, decide our own 
typeface, and decide which logo we 
will use, and so on. 
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(cont'd. )} 

By standardizing how business 
cards are produced we can take 
advantage of volume production 
from printers, we can save a lot 
of people a lot of time in 
designing cards, as well as 
contributing to the more abstract 
purpose of visual identification 
which we referred to earlier. 


So, to summarize what I have just 
said there are two basic purposes 
for visual identification. One, 
which is abstract, is nonetheless 
measurable in dollar terms, and 
the other which is concrete 
affects the bottom line of the 
corporation, saves people time and 
money. 


As we all know, Northern Telecom 
has been changing dramatically 
over the last decade and will 
continue to change in the years to 
come. This change could lead to a 
diffusion of our image, if we lack 
consistency in the way we are 
seen. 


As we also know, we face immense 
competition. The competition is 
strong and is coming from all 
sides. We need to distinguish 
ourselves from our competitors. 
We need to be seen for what we 
are, different from everybody 
else. We can achieve this by a 
clear visual identification. 
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Clarity and consistency are the 
two building blocks for visual 


identification. Clarity to 

distinguish ourselves from our 
competitors and consisténcy so 
that our image is not diffused. 


Northern Telecom's visual 
identification program, then, 
supports strategic corporate 
objectives and, specifically, our 
marketing objectives. 


It is obviously in our interest to 
market ourselves, to sell 
ourselves to our customers so they 
buy our products, to investors so 
they invest money in the 
corporation, and to governments so 
that they do not create 
legislation and regulations which 
hinder us in our operations. 


Internally, the corporation must 
sell itself and the value of its 
products to its employees, so that 
we are all working towards common 
goals. 


I may be belaboring the point but 
what I am trying to get across to 
you is very important. With a 
diffused image, everybody sees the 
corporation and its products 
differently. We are not managing 
our image if it is diffused. 
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With a visual identity that is not 
clear we are giving advantage to 
our competitors, the many 
competitors who are trying to 
muscle in on our reputation and 
take advantage of our hard work. 
Without a-.clear and consistent 
visual identification program, we 
are undermining our marketing 
objectives and thereby undermining 
the overall objections of the 
corporation. 


It is clear then that visual 
identification is as important a 
strategic activity as research and 
development, financing, 
manufacturing, and any other 
business activity in which we 
engage. 


Why is the visual identification 
program important to you as an 
employee? 


I hope that by the end of this 
seminar you will see that the 
visual identification program is 
meant to make your job easier if 
you have anything at all to do 
with portraying the corporation 
visually. The program can save 
you time, and save your department 
money. 


For example: 


(local examples for the above 
three points) 
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D. The manual 


(Full lights) 


10. 


SPEAKER 


Coordinator 


The main tool we have for implementing the 
visual identification program is the 
Visual identification and design standards 
manual. The manual contains all of the 
rules, all of the standards which we, as 
employees, can use in making decisions 
pertaining to visual identity. Ken will 
explain this manual to you in a few 
minutes using the slides that he referred 
to earlier. 


Before he does that, would you open the 
boxes that are in front of you on the 
tables. 


You will notice that the manual you are 
holding has been assigned to your 
function. This is important because if 
some day in the future we need to update 
any sections of the manual, we need to 
know to whom the manuals have been 
distributed, we need to know which 
function each manual has been assigned to. 
This is not your personal copy. So if you 
should change jobs, we are asking you to 
leave the manual with your successor. 


Let us now get to the heart of the 
seminar which is Ken's presentation on the 
manual itself. : 
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PB-18 Publications 
Page 14 


Front cover 

° 5 vertical columns 
Logo fills second 
column 

Line below logo 
Specified graphic area 
Univers 55 or 65 


PB-19 Publications 


Page 14 


Spine 
° Logo size and position 
Title size and position 


PB-20 Publications 
Page 14 


Back cover 

° Type only 
Univers 
Specific area 


44, 


SPEAKER 


(cont'd. ) 


And the print information on the 
binder should be in the same color as 
that of the logo. 


Still on the same page, page 14, we 
will take a look at the front cover. 


The front cover is divided into five 
vertical columns. The logo fills the | 
second column so that it is one-fifth 
of the width. There is a thin rule or 
line directly below the logo and, as 
you see at the bottom of the page, 
there is a specified graphic area for 
which there are also detailed 
standards. 


In all instances, Univers 55 or 65 are 
the standard typefaces. 


The standards for the spine of the 
binder specify the size of the 
Northern Telecom logo, and where it is 
to be positioned, and dictate the size 
and position of the title. 


Standards for the back cover are 
simple. Type only is to be used on 
the back cover and it is to be within 
a standard specified zone. Univers 
typeface must be used, and it must be 
set in a defined specific area. 
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PB-21 Publications 
Page 14 


Marketing and promotion 
° Options for graphic 
area 

Univers family 


~~ PB-22 Publications 
Page 15 


Posters 

° Size ratio - 1:1.3 
NT logo mandatory 
NT logo never used 
as graphic 

Never use two logos 


° 
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Before we move on, I would like to 
point out that the standards for 
marketing and promotion binders are a 
little looser than for all other 
binders, but the overall look of the 
standard binder is maintained even for 
these applications. 


The standards for marketing and 
promotion provide certain options 
within the graphic area - that white 
area illustrated in the bottom of the 
binder. Options such as the use of 
photographs, or illustrations. 
However, the standards do require use 
of the Univers family, though not 
necessarily Univers 55 and 65. 


The last page in this section, page 
15, sets standards for posters. 


Briefly, the standards are that 
posters should be produced in a size 
ratio of 1 to 1.3. This is the same 
shape as an 8-1/2 by 11 inch sheet of 
paper. The Northern Telecom logo is 
mandatory on all posters. The 
Northern Telecom logo is never to be 
used as a graphic. This means that it 
is always to be used as a signature: 
small and not enblazened on the poster 
as the major element. 


Finally, never use two logos on a 
poster without referring to this page 
since the standards for instances 
where two logos must be used are very 
strict. 


ion 
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Coordinator 


Northern Telecom logo 


That brings us then to the end of this 
section on publications. ‘We've 
covered external and internal 
literature, binders and posters. 


This is a very important section of 
the manual. More new standards and 
revised standards have been introduced 
here than anywhere else in the manual. 
And, because our publications are seen 
by so many people, it is critical that 
the corporation be identified clearly 
and consistently. The standards for 
publications are strict but few, so 
that there is maximum creativity - 
creativity which can be focused within 
the limits set by the standards. 


Are there any questions? 


(answer questions) 
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Advertisements 


AD-1 Advertisements 


Page contents, Page 1 


Corporate 
(institutional) 
Product 
Recruitment 
Primarily NT logo 


AD-2 Advertisements 


Pages 3, 4 


No typeface standards 


5. 


Cosporate and product ads 


NT logo 1/5 page width 


Exceptions 
Buffer zone 
Standard colors 
Other logos 
Incorrect uses 
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Advertisements 


Advertisements are a vital element in 
Northern Telecom's corporate identity 
because they are aimed at the 
audiences which the corporation 
considers to be key to its continued 
success. 


The standards in this section are few, 
but they are precise. Since the 
corporation, in its advertising 
campaigns, is to be portrayed clearly 
and consistently, the standards must 
be followed precisely. 


The manual classifies advertisements 
into three types: corporate or 
institutional, product, and 
recruitment ads. 


The standards pertain primarily to the 
use of the Northern Telecom logo. 
They do not pertain to typefaces. 


Pages 2, 3 and 4 of this section set 
the standards for corporate and 
product advertisements. 


The principal standards for corporate 
and product advertisements are the 
following: the Northern Telecom logo 
must be present on every ad. It 
should be one-fifth the width of the 
page, with certain exceptions as, for 
example, on a two-page spread. 
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The buffer zone surrounding the logo 
must be respected in all cases. 


The Northern Telecom logo’ must be 
reproduced in one of the standard 
colors, that is, Northern Telecom 
blue, black, or white. 


There are standards for the use of 
other logos on advertisements. I will 
draw your attention to one incorrect 
use of the Northern Telecom logo on 
advertisements: it should never be 
used as a large graphic, but only as a 
signature to the ad. 


AD-3 Advertisements On page 5 are standards for 

Page 5 recruitment ads. 

Recruitment ads The standard Northern Telecom 

° Headline recruitment ad consists of four main 

° Text elements. A headline, a text, name 

° Name and address and address of the company, and the 

° Recruitment recruitment signature, which is the 
signature three-headed symbol and the Northern 


Telecom logo. This signature is also 
to be used for recruitment literature. 


This page contains reproduction proofs 
for the recruitment signature as well 

° as standards for each of the other 
three elements. 


a 
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Advertisements 
Page 6 


Examples 
° Classified 
Career display 


° 


Northern Telecom logo 
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Here you see examples of how the 
standards are applied. On the left, 
you see a classified advertisement, an 
ad that is placed in the classified 
section of a newspaper. On the right, 
you see a career display ad, which is 
used in the career section of a 
newspaper or magazine. 


That completes the section on 
advertisements. 


Standards are few. They must be 
precisely adhered to. If there are 
any doubts or questions they should be 
referred to the visual identification 
coordinator. 


Are there any questions now. 


{answer questions) 
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6. Signs 


(Type only) 
Signs 


Signs 
Page contents, Page 1 


Signs 

° Property 

Building 
Identification, 
direction and 
information 

Building plaques 
Freestanding structures 
Flags and banners 


Signs 
Pages 2 and 3 


Property signs 

° NT logo only 

* Double-faced 

° Tlluminated 
Standard dimensions 


Signs exists not only for the purpose 
of giving information but also for 
visually portraying the corporation. 
When somebody enters one of our 
properties or our buildings and sees a 
sign, the person is not only reading 
the information on the sign, but he is. 
forming an opinion of the corporation. 
For this reason our signs must be of 
the highest quality and portray a 
clear and consist profile of the 
corporation at each of its locations. 


The standards in this section cover 
all the types of signs that are used 
on Northern Telecom buildings or 
properties. 


They include property signs, building 
signs, identification direction and 
information signs, building plaques, 
and related items such as freestanding 
structures, flags, and banners. 


Visual identification standards for 
property signs are on pages 2 and 3 of 
this section. 


The principal standards are that 
property signs, such as the one shown 
at the bottom-left of the 
illustration, carry only the Northern 
Telecom logo. They are double-faced, 
that is, the logo is on both sides. 
They are most often illuminated from 
inside. 
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Signs 
Pages 4, 5, 6 


Building signs 

° Illuminated letters 

° Two versions of NT logo 
° Standard dimensions 
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Page 3 contains the standard 
dimensions that are to be used for 
constructing most property signs. 


In this case there is no buffer zone 
around the Northern Telecom logo. 

That is for a good reason. It is to 
ensure legibility of the logo from the 
furthest distance possible. It is 
essential that the logo be as large as 
possible on the most economical 
standard size of sign. 


Pages 4, 5 and 6 cover the standards 
for building signs. 


Building signs consist of illuminated 
letters, the initials "nt", and the 
words "northern telecom", as you can 
see in the illustration. 


For building signs there are two 
versions of the Northern Telecom logo. 
There is the double-line version which. 
is what you have been seeing thus far 
in the presentation. And there is a 
single-line version with the words 
"northern telecom" next to each other 
(as opposed to one on top of the 
other). 


For each of these versions, this 


section of the manual gives standard 
dimensions. 
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Signs 
Page 7 


Signs 
Page 9 


Identification, 
direction, information 

° Internal and external 
Northern Telecom blue 
Company names - 
Univers 65 

Other information —- 
Univers 55 

Minimal use of NT logo 


° 
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This is a pattern for reproducing the 
single-line version of the Northern 
Telecom logo. It is to be used only 
for the purpose of constructing 
building signs. : 


Page 9 illustrates the standards for 
identification, direction, and 
information signs which are written 
out in detail on page 8. 


Once a visitor enters a company 
property, identification, direction, 
and information direct the person to 
wherever he or she wants to go. 


The principal standards on these pages 
are: this type of sign should use 
Northern Telecom blue. Company names 
should be in Univers 65 typeface. Ail 
other information should use Univers 
55 typeface. 


You will notice that the Northern 
Telecom logo is used sparingly. That 
is because, once a visitor has entered 
a Northern Telecom property, the 
person doesn't need to be reminded of 
it. So the standards limit the number 
of places where the Northern Telecom 
logo should be used. 
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Signs 
Page 10 


Building plaques 


Background —- 

Northern Telecom blue 
Logo - white 

Name - black, 

Univers 65 

Ratio - 3:5 


Signs 


Page 11 


Freestanding structures 


° 


° 


Double-line logo 
Northern Telecom blue 
on white 

Buffer zone 


.Visibility standards 
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Standards for building plaques are on 
the next page, page 10. 


The standards are simple. The 
background behind the Northern Telecom 
is blue. The logo itself is white. 
The name of the company is in black, 
set in Univers 65 typeface. And the 
overall height-to-width ratio of the 
sign is 3 to 5. The plaque can be any 
reasonable size as long at it adheres 
to that 3 to 5 ratio. 


Building plaques are usually used 
within a building where Northern 
Telecom rents a suite of offices, 

or outside where it is required by law 
to identify the entrance of a 
building. 


Standards for freestanding structures 
such as chimneys and water towers are 
outlined on page 11. 


The principal standards are that only 
the double-line Northern Telecom logo 
is to be used. The single-line logo, 
as we said earlier, can be used only 
on buildings. 


The Northern Telecom logo on 
freestanding structures is in Northern 
Telecom blue on a white background. 
The logo is surrounded by a buffer 
zone. There are size restrictions for 
the. Northern Telecom logo, in order to 
satisfy visibility standards. 
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6. {cont'd.) 
SI-8 Signs The last item in this section is flags 
Page 12 and banners on page 12. 
Flags and banners The height-to-width ratio for flags is 
° Flag ratio - 3:5 the same as for plaques. It is 3 to 
° White logo on 5. The flag is blue and has a white 
blue background logo on it. 
° Banners vertical, 
any size Banners, on the other hand, have a 
° Logo top or bottom vertical format. They can be any 
° 3 standard colors size. The logo is placed either at 
the top or at the bottom. There are 
three standard colors for banners: 
Northern Telecom blue, white, or gray. 
Coordinator 
IN-1 Northern Telecom logo Because of the number of situations in 


which signs are used, it is difficult 
to set standards for each and every 
application. 


The section we have just reviewed sets 
standards for typical applications. 
The general thinking that is contained 
in the standards should be applied in 
every instance. 


Again, if there is doubt, consult your 
visual identification coordinator. He 
or she should be able to assist you in 
developing a signage system that 
assures clear and consistent visual 
identification. 


Are there any questions? 


(answer questions) 
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Transportation 


Transportation 
Page contents 


Transportation 
° Straight trucks 
Tractors and trailers 
Forklifts, vans, 


pickups 
Automobiles 
Aircraft 


Transportation 
Page 1 


Overview 
Revised standards 


White NT logo 
band 

Standard size 
position 
Automobiles - 
logo on white 
Aircraft - no 
or logo 


on blue 


and 


blue 


name 
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7. Transportation 


The primary purpose of transportation 
equipment, of course, is to transport 
people, materials, and products. 
However, a secondary purpose, and from 
a corporate point. of view an equally 
important one, is to carry the 
positive image of the corporation. In 
effect, our transportation equipment 
is billboards in motion. 


Designer 


Standards in the transportation 
section pertain to straight trucks, 
tractors and trailers, forklifts, 
vans, pick-ups, automobiles, and 
aircraft. 


Page 1 of the transportation section, 
the overview page, sets the standards 
that are to be used for transportation 
equipment. 


The standards have been slightly 
revised so that our Canadian and U.S. 
transportation fleets are identified 
consistently. 


The highlights of the standards are: 

a white Northern Telecom logo is 
applied on a blue band which surrounds 
the piece of transportation equipment. 
There are standards with regard to the 
size and position of the Northern 
Telecom logo as well as the blue band. 
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Transportation 
Page 2 


Secondary information 
° Doors of. cabs or 
tractors 

Univers 65 

Letters black, 

2 inches high 
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New standards have been developed for 
automobiles. Previously, there were 
no visual identification standards for 
automobiles. Standards for. 
automobiles pertain only to cars which 
either have to be identified or 
traditionally have been identified as 
belonging to Northern Telecom, such as 
service vehicles. 


Visual identification standards for 
aircraft, for security reasons, are 
minimal. The standards say that the 
name of the company or the logo are 
not to appear on the aircraft. 


Because visual identification of 
transportation vehicles is the 
responsibility of a very small group 
of people, and because of their 
complexity, detailed standards are 
maintained and applied by our physical 
distribution department. What you are 
about to see is an illustration of the 
standards in general. 


This page, page 2, sets standards for 
secondary information, such as the 
name of the company, that needs to be 
placed on a vehicle. That information 
is to be placed on the doors of cabs 
or tractors. The information should 
be in Univers 65 typeface. Letters 
should be in black and two inches 
high. 
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Transportation 
Page 3 


Transportation 
Page 4 


Northern Telecom logo 
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Page 3 illustrates how the visual 
identification standards are applied 
to straight trucks, trailers and 
tractors. 


Note the changes in appearance that 
have been made to the tractors. 
Previously, in some instances, the top 
of the cab was blue and the bottom was 
white. The new standards specify the 
swirly line that descends from the 
back of the cab down to the front. 


The next page, page 4, illustrates the 
application of the same standards to 
other types of equipment: forklift 
trucks, vans, pick-ups, and 
automobiles. 


Note that the automobile is white and 
has a blue logo on both sides. 


Detailed standards for all of these 
pieces of equipment are developed and 
maintained by those responsible for 
transportation equipment in the 
physical distribution department in 
each subsidiary. 


Do you have any questions? 


(answer questions) 
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Promotion 


Promotion 


The promotion section sets visual 
identification standards for a variety 
of items. Every promotional: item 
bearing the Northern Telecom logo 
creates an impression of the 
corporation. If the impression is to 
be positive, products and materials 
used for promotion must be of high 
quality. 


Designer 


Promotion 
Page contents, Page Hy 


Promotion 

° Promotional giveaways 
Overhead transparencies 
35 mm slides 

Film and videotape 
Exhibits 


° 


Promotion 
Page 2 


Promotional giveaways 

° Only NT logo 
Signature, not graphic 
Buffer zone 

Small items 

Standard colors 


° 


° 


The promotion section consists of 
standards for promotional giveaways, 
overhead transparencies, 35 mm slides, 
film and videotape, and exhibits. 


On page 2 are standards for 
promotional giveaways, such as 
jackets, shirts, carrying bags, key 
chains, scarves, lighters, match 
books, golf balls, cups; and pens. 


On each of these items there is to be 
nothing but the Northern Telecom logo. 


The logo is to be used as a signature, 
similar to that used by, say, Pierre 
Cardin on clothing items, and not as a 
graphic. What we mean by this is that 
the logo should be small and discrete, 
to give the promotional item.an 
appearance of exclusiveness and 
sophistication. 
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SLIDES 


Promotion 


Pages 3, 4, 5 


Examples 


° 


Cups 
Portfolios 
Clothing 
Pens 
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The Northern Telecom logo on giveaways 
items should be surrounded by the 
buffer zone, which we covered in the 
first section. 


On some small items, it is not 
possible to reproduce the Northern 
Telecom logo without reducing its 
legibility. In these instances, the 
standards allow the use of a Northern 
Telecom name: the name of a Northern 
Telecom company or of the corporation 
as a whole. 


In most instances the standard colors 
of the Northern Telecom logo should be 
used, that is, Northern Telecom blue, 
black, or white. In other instances, 
with the consent of the visual 
itentification coordinator, other 
colors may be used to match the color 
of the item being produced. 


On pages 3, 4, and 5, you will see 
examples of standards applied to 
promotional items such as cups, 


portfolios, clothing, and pens. 


(pause) 
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PM-5 


SLIDES 


Promotion 
Page 6 


Overheads 

° Standard layout 

NT logo - on first 
overhead 

Text - maximum 4 lines 
Each line - 4 words 


° 


Promotion 
Page 6 


NT logo on slides 

° Signature on last 
slide 

Presented alone 
Standard color 
and size 
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On page 6 you will find standards for 
overhead transparencies. 


This is an addition to the visual 
identification program. Previously, 
there were no standards. Now there is 
a standard layout for all overhead 
transparencies. 


The Northern Telecom logo is to be 
placed on the first transparency only, 
in a specific position as shown. 


Except for charts and graphs, or other 
illustrated material, each line, for 
the purposes of legibility, should 
contain no more than four words. 


Also on page 6 are standards for the 
use of the Northern Telecom logo on 
35 millimeter slides. 


The standards say that the Northern 
Telecom logo should be used as a 
signature on the last slide in most 
instances. The logo should be 
presented alone on the last slide 
without any other information such as 
credits. 


And, the logo should be produced in 
one of the standard colors, according 
to specified size: one-half of the 
width of the slide. 
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Promotion 
Page 6 


NT logo on film and 
videotape 

° Signature after 
credits 

Presented alone 
Standard color 
and size 

Minimum 2 seconds 


Promotion 
Page 7 


Exhibits 
° Buffer zone for NT logo 
Standard colors 


° 
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Finally, on this page, are standards 
for the use of the Northern Telecom 
logo on film and videotape. 


As with 35 millimeter slides, the 
Northern Telecom logo should serve as 
a signature at. the very end, after 
credits or other information. In some 
specified cases, it can be at the 
beginning. 


The logo should be in the standard 
color, according to the specified 
size, and it should stay on the screen 
for a minimum of two seconds. 


Page 7 gives the standards to be used 
for all Northern Telecom exhibits. 


The standards, as you see, are very 
few. There must be a Northern Telecom 
logo on the exhibit. The logo must be 
surrounded by a buffer zone, and it 
must be produced in one of the three 
standard colors. 


Coordinator 


Northern Telecom logo 


With that we'll complete the promotion 
section. We've given you an overview 
of standards for promotional 
giveaways, overhead transparencies, 

35 millimeter slides, film and 
videotape, and exhibits. 


May I answer any questions? 


(answer questions) 


Visual Identification Program 


PD-0 


PD-1 


PD-2 


SLIDES 


(Type only) 
Products 


Products 
Page 1, Page contents 


Products 

° Product identification 
Nameplates 

° Labels 

° Reels 

Packaging and displays 


° 


° 


Products 


Page 2 


Product identification 
° Product or brand name 
NT logo small and 
discreet ” 

Minimum 7/8 inches 
Exceptions - 

small items 

Standard colors 
Suppliers 


9. 
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Products 


The identification of products for 
clear and consistent visual portrayal 
of the corporation is a difficult and 
complex process. At this moment, a 
review of product identification is 
being initiated. The standards we are 
about to describe to you, therefore, 
are meant as an interim measure to be 
followed until more detailed standards 
are developed. 


Designer 


In this section we will review 
standards for the identification of 
products themselves, for product 
nameplates, for labels which are 
placed on products, wire and cable 
reels, and the packaging and display 
of products. 


Page 2 outlines standards for product 
identification. 


The standards state that a product or 
brand name appears on all products. 


The Northern Telecom logo appears in a 
small size and in a discreet location 
on the product. The logo can be no 
smaller than seven-eighths inches in 
width, in order to ensure its 
legibility. 

Obviously, on very small items, it 
wouldn't be possible to reproduce the 
logo in a legible size and still keep 
it discrete. So there are exceptions 
to the standards. 


Visual Identification Program 


SLIDES 
fi 
( 
; 9. 
PD-3 Products 
Page 3 
Nameplates and labels 
° Full legal name 
* Country of 
a manufacture 
Le ° Patent and design 


numbers 
Discreet location 
Univers 55 and 65 
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The logo should appear in its standard 
colors, that is, Northern Telecom 
blue, black, or white. 


Also, on this page are standards that 
pertain to components or products that 
are purchased from outside suppliers 
and incorporated into Northern Telecom 
systems. 


Page 3 outlines standards for 
nameplates and labels which are 
applied to Northern Telecom products. 


The standards state that the full 
legal name of the corporation appear 
on the nameplate or label, that the 
country of manufacture appear with it, 
and that, where necessary, patent and 
design numbers also appear. 


Nameplates and labels are placed in a 
discrete location on the product or 
component. 


Information applied to the nameplate 


and label is typeset in either Univers 
55 or Univers 65. 
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PD-5 


IN-1 
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Products 
Page 3 


Reels 


° 


° 


Painted Northern 
Telecom blue 
White NT logo 
Standard size 


Products 
Page 4 


Packaging and displays 


° 


NT logo or name 
Package contents 
Location of 
manufacture 

Buffer zone 

Standard colors, 
typeface 

Signature, not graphic 


Northern Telecom logo 
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Page 3 also contains standards for 
wire and cable reels. They are 
painted Northern Telecom blue and they 
have a white Northern Telecom logo 
reproduced twice on them, as shown on 
the illustration. There are standard 
sizes for the Northern Telecom logo. 


Page 4 gives the standards for : 
packaging of Northern Telecom products 
and for product displays. They share 
the same standards. 


The standards are that the Northern 
Telecom logo, or the name of the 
corporation in its correct form, be 
placed on the package or display. 
Then on a package, the contents must 
be displayed, that the location of 
manufacture must be somewhere on the 
package. The buffer zone of clear 
space surrounds the Northern Telecom 
logo. 


In all cases, standard colors and 
typefaces are to be used. The 
Northern Telecom logo should be used 
as a signature and not a graphic. 
That is, it appears in a small 
discrete fashion, as opposed to being 
emblazened across the full width of 
the package or display. 


Coordinator 


We have reached the end of the product 
section. What you have just seen are 
highlights of standards for product 
identification, nameplates, labels, 
reels, packaging and displays. 


Any questions? 


(answer questions) 
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Sc-0 


SC-2 
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10. Security 


(Type only) 
Security 


Given the highly technical nature of 
the products and systems we produce, 
and the highly competitive marketplace 
in which we operate, security for 
Northern Telecom is a major concern. 
Clear and consistent visual 
identification of security-related 
items enforces the effectiveness of 
these items. It helps secure the 
corporation. 
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Security 
Page contents, Page 1 


Security 

°° Cover sheets 

Other stationery 

Stamps and envelopes 
Employee identification 
Conference 
identification 


Security 
Page 2 


Cover sheets and 
stationery 

° Red for private 
Northern Telecom blue 
for restricted 

Buffer zone 

Univers 55 and 65 


° 


This section, as you will see on page 
1 and the page opposite, sets 
standards for security cover sheets, 
other security stationery, security 
stamps and envelopes, employee 
identification, and conference 
identification. 


Page 2 of this section illustrates the 
standards that are to be used for 


security cover sheets and stationery. 


In brief, the color red is used to 
denote private information, and 
Northern Telecom blue is used to 
represent restricted information. 


Of course, the buffer zone surrounds 
the Northern Telecom logo and the 
cover sheets and stationery are 
printed using Univers 55 and 65 
typefaces. 


Visual Identification Program 


SLIDES 
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Sc-3 Security 
Page 3 


Stamps and envelopes 

° Red for private 
Northern Telecom blue 
for restricted 

Buffer zone 

Univers family 


Sc-4 Security 
Page 4 


Employee and conference 
identification 

° ID cards vary 
Standard badges 

for uniforms 

Standard conference 
ID 


° 
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On page 3 are standards for security 
stamps and envelopes. 


For both these applications, red is 
again used to denote private 
information, and Northern Telecom blue 
is used for restricted information. 


The buffer zone surrounds the Northern 
Telecom logo, and the Univers family 
of typefaces is used for printed 
information. 


Page 4 contains standards for employee 
identification, badges placed on 
uniforms, and conference 
identification. 


Identification cards vary in their 
design throughout the corporation. 
The one shown is typical. It 
illustrates the Northern Telecom logo 
used properly. 


The badges that you see in the middle 
of the page are to be used whenever 


badges are required for company 
uniforms. 


At the bottom of the page is the 
standard badge for identification of 
participants at conferences. 


Coordinator 


> 
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And that completes the section on 
security. We've reviewed cover 
sheets, other security stationery, 
stamps and envelopes, employee 
identification, and conference 
identification. 


Any questions? 


(answer questions) 
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ME-1 


ME-2 


SLIDES 
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Metric 


Metric 
Page contents 


Metric 


Manual uses Imperial 
measure 

Metric standards 

for each section 


Metric 
Page 1 


Overview 


Conversion table 
Metric paper sizes 
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ll. Metric 
As the corporation grows 


internationally, it is finding itself 
in regions where metric measure is the 
standard. This section has been 
developed as a result. 


Designer 


There are many possible ways to show 
measurements and dimensions in this 
manual. 


But to facilitate its use, a decision 
was made to use Imperial measure 
throughout, because the majority of 
the users of the manual work in 
countries where that system of 
measurement is common. 


For users in countries that require 
metric dimensions, there are standards 
in this section for each application 
covered in the previous sections of 
the manual. 


Page 1 gives an overview of the metric 


section. 


It includes a conversion table that 
helps you convert Imperial measure to 
metric. The table has most of the 
measurements used in the manual. 


There is also a table that lists 
metric paper sizes and their Imperial 
equivalents. 
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IN-1 
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Metric 
Page 2 
Exceptions 


° Business cards 
Posters 


Northern Telecom logo 
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Page 2 lists the exceptions to the 
Imperial standards given in the other 
parts of the manual. The two 
principal exceptions are business 
cards and posters. 7 


Metric~-size business cards have 
different proportions than those in 
Imperial measure. The illustration 
that appears on page 2 gives separate: 
design standards for metric~size 
business cards. 


The other exception is metric-size 
posters. Their proportions are 
different from those in Imperial 
measure and so their standards 
differ. 


Coordinator 


To conclude this section on metric we 
would like to remind you that, for any 
application that involves metric 
measurement, turn to this section 
first. It will either tell you what 
to do or direct you to the appropriate 
section in the manual. 


Questions anybody? 


(answers) 
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IX-0 (Type only) 
Index 


IX-l Index 
Pages 1, 2, 3 


Index 
: ° Topic 
C ° Section 
°° Page 
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12. 


Index 


Finally we come to the index, the last 
part of the book. This is probably 
the most useful part of the book for 
you aS a user of the manual. If there 
is anything you cannot find, using the 
contents page at the beginning of the 
book, or the page contents at the 
beginning of each section, turn to the 
index. You should be able to find 
whatever you are looking for here. 


The organization of the index is 
simple. Topics are listed in 
alphabetical order. Each topic is | 
followed by the section in which it is 
found, and followed by the page number 
within the section. 


Coordinator 


Before we finish this part of the 
seminar, are there any questions on 
the index? 


(answers) 
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In a moment, we 'will show you the 
brochure that has been developed for 
the visual identification program. 
But before we do that, are there any 
questions that you would like to ask 
either of me or (the designees about 
the manual in general. 


(answers) 


Fine, so we'll proceed to the next 
part of today's seminar. 


Visual Identification Program — Y «Ae 


SLIDES SPEAKER 


E. Training slides 


(Half lights Coordinator 
Slide projector) 


IN-1 NT logo 1. Ken will go through the manual with 
you step by step. He will explain 
what is in it and why it is there. He 
will go through one section at a time 
allowing for questions and answers and 
then proceed onto the next section. 


Designer 


IN-2 Manual Cover First, let's look at the manual cover. 
The purpose and importance of this 
manual is stated on the cover. 


Northern Telecom's visual 
identification program presents a 
clear and consistent profile of the 
corporation around the world. This 
manual supports strategic corporate 
objectives by setting visual 
identification and design standards to 
be used by all Northern Telecom _ 
employees and suppliers. 


This statement is a reflection of 
corporate policy. In a nutshell, it 
summarizes the importance of the 
visual identification program. 


IN-5 Policy Pages If you will open your manual, the 
first thing that you will see is the 
What first page of the corporate policy on 
° Clear and consistent visual identification. At the top of 
identification the page is a statement of the policy 
° High design standards itself. 


For entire corporation 


Visual Identification Program 


SLIDES 


IN-6 Policy Pages 


How 
° Manual 

Director 

communications projects 
Visual identification 


coordinators 
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What is the policy? The policy is 
that the corporation shall be 
portrayed in a clear and consistent 
manner in all visual identification. 
The policy is that high design 
standards will be used in all 
instances. And very important, the 
policy pertains to the entire 
corporation, all its employees, and 
its suppliers. 


How is this policy to be applied? 


Obviously, as we said before, the main 
tool for implementing the policy is 
the manual we are now looking at. 


The second element of implementation 
is the director of communications 
projects who works out of the 
executive offices in Mississauga. He 
has overall responsibility for 
implementation of the program. 


Third, there are visual identification 
coordinators. JH/GD/CMS/JMB is your 
visual identification coordinator. 
He/she is the person who has 
day-to-day responsibility for 
implementing the visual identification 
Program here at NTI/NTC/BNR/NTIL. 
He/she is the man/woman to turn to if 
there are any questions, or if you 
need any assistance. 


Visual Identification Program 


SLIDES 


IN-3 Tabs 


IN-4 (Type only) 


Outline 

° Contents 

Visual identifiers 
Applications 

Index 


° 


° 
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Take a look now at the tabs down the 
right-hand side of the manual. These 
have been designed to provide you with 
easy access to the various sections of 
the manual. All of the major 
applications or topics that you are 
likely to deal with are listed along 
these tabs. There are other ways of 
accessing the manual, of finding 
information, and we will be dealing 
with those later. But, basically, the 
tabs divide the manual into sections. 


Let me now give you a very broad 
outline of those sections. 


The first section is the table of 
contents. We will be taking a look at 
that in a moment. 


The next section is one which we call 
visual identifiers. We will explain 
what we mean by this when we get. to 
it. The remaining sections are 
standards for application of the 
visual identifiers. At the very back 
of the manual is an index. 
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IN-7 Contents 


Contents 

° Entire manual 
Simplified 

Page references 


° 
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Let's turn then to the first section, 
the table of contents. 


This is a bird-eye view of the entire 
manual. It is a simplified list of 
each topic covered in the manual. You 
will notice that-not every page of the 
manual is listed there. For example, 
at the first section, you will see 
that the list on the left jumps from 
page 1 to page 3. This is meant to 
indicate that a topic starts on page 1 
and continues to page 2. The next 
topic begins on page 3. 

A note on the page-numbering system. 
Each page is identified by the name of 
the section followed by a page number. 
For example, if you take a look at the 
first one, it says Stationery page l, 
Stationery page 2, etc., or if you 
look at the next one it says 
Publications page 1, Publications page 
2, etc. 


So the table of contents is a quick 
and easy way to find out where to 
locate the subject that you are 
looking for. 


Visual Identification 


IN-8 


Program 


SLIDES 
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Contents 


° 


° 


° 


Visual identifiers 
Stationery 
Publications 
Advertisements 
Signs 
Transportation 
Promotion 
Products 
Security 
Metric 

Index 
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Let's take a closer look at the 


subjects 
contents. 


First sections: 
Second section: 


Then: 


listed in the table of 


Visual identifiers. 
Stationery. 


Publications. 


Advertisements. 


Signs. 


Transportation. 


Promotion 
Products. 
Security. 
Metric. 
--. And, 


the Index. 


Are there any questions? 


(answer questions) 
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2. Visual identifiers 


vI-0 (Type only) ; Let's examine the first section, 
Visual identifiers Visual identifiers. Flip open the tab 
which is labelled "Visual 
identifiers". 


VI-1 Visual identifiers Over on the left you will see the 
Page Contents words "page contents." This appears 
on the back of every tab page. It 
Page contents gives a detail listing of what's in 
° Each section the particular section. It is a 
° Back of tab page-by-page description of the entire 
° Detailed section. It is more detailed, 


obviously, than the table of contents 
at the front of the manual. 


This detailed list of subjects is 
useful, for example, if you have 
looked up a general subject in the 
table of contents and you are looking 
for some sub-topic within it. You 
would flip to a section, look at the 
page contents on the back of the tab, 
and find out what page that sub-topic 


is on. 
VI-2 Visual identifiers Opposite the page contents is an 
Pages 1 and 2 overview of the Visual identifiers 
: section. Visual identifiers are the 
Overview four things which we, as a 
° Logos corporation, use to identify ourselves 
° Typefaces to the public. The four visual 
° Names identifiers are: : 
° Color logos, 


typefaces, 
names, and 
color. 
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Page 3 


Northern Telecom logo 

° Initials and words 

Never separated 

° NT blue, black, white 

° Specific size and 
position 


Buffer zone 


17. 


SPEAKER 


(cont'd.) 


Turn now to page 3 of the manual. 
This page is about the Northern 
Telecom logo. I am sure you are 
familiar with it. 


The Northern Telecom logo is the 
cornerstone of Northern Telecom's 
visual identification program. It is 
the most important of the four visual 
identifiers. Several of the standards 
that are listed on this page are worth 
noting. 


One is that the logo is composed of 
initials "nt" and words "northern 
telecom." The initials are never 
separated from the words. The logo is 


‘always to be reproduced in standard 


colors. The standard colors are 
Northern Telecom blue, which will be 
explained a little later, black or 
white. Never reproduce the Northern 
Telecom logo in any other colors such 
as red, green, purple or whatever. 
The standards dictate a specific size 
for the logo in different 
applications, how big it is to be; and 
position, where it is to be placed on 
a surface. 
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vi-4 Visual identifiers 
Pages 4 and 5 


Reproduction proofs 
Positive and reverse 
° 


10 common sizes 
° Minimum 7/8-inch width 
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And finally, this is a change from 
previous visual identification 
standards. The logo is to be 
surrounded by a buffer zone. The 
buffer zone is an area of clear space 
surrounding the logo. This page 
explains how to measure the clear 
space: you measure the height of the 
large "n" in the initials "nt" (we 
call this the n-height). There must 
be at least one n-height of clear 
space all the way around the lago. 


In addition to defining the amount of 
clear space required to surround the 
logo, the n-height is used throughout 
the manual as a spacing and 
positioning guide for using the logo 
in various applications. 


Don't worry about that for the moment, 
we will explain as we go along. 


So those are the important things on 
that page, page 3. 


The next two pages, pages 4 and 5, are 
reproduction proofs. The first one is 
a positive and the second is a 
reverse. These are used to duplicate 
the Northern Telecom logo. You can 
hand them to printers, or to whomever 
else needs to reproduce the logo for ~ 
you. You will notice that there are 
10 common sizes of logo given. These 
are the sizes which you will most 
often need. The smallest size is 
7/8-inch width. This is the minimum 
standard size for the logo. In other 
words, the logo should never be 
reproduced smaller than 7/8-inch in 
width. 


a 
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Page 6 


VI-6 Visual identifiers 


ViI-7 


Page 7 


Logo typeface 
° Electrica 
For NT logo only 


Visual identifiers 
Page 8 


Incorrect uses 

° Never initials only 
Nothing in buffer zone 
No boxes or borders 
Nothing added 


° 


° 


° 
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These proofs are important because a 
logo should never be reproduced any 
other way. They should be photocopied 
or used in whichever way is necessary 
to achieve precise reproduction of the 
logo. 


Page 6 is a two-page spread. This is 
a pattern to be used when you need a 
logo that is 10 inches in width or 
more. It is to be used for large-size 
reproduction of the logo. An example 
might be for signs or big displays 
where the reproduction proofs would 
not be appropriate. 


Page 7 shows you the typeface that is 
used in the Northern Telecom logo. 

The typeface is called Electrica. It 
is here for record purposes because it 
is registered in the name of Northern 
Telecom and it is not to be used 
anywhere but for the Northern Telecom 
logo only. So this is a page that you 
never need to turn to. 


On page 8 are several incorrect uses 
of the Northern Telecom logo. Study 
this carefully at your leisure. There 
are a few incorrect uses that I would 
like to point out because we've seen a 
lot of them. 


The first is: "never initials only". 
That means that the initials "nt" are 
never to be used alone without the 
words "northern telecom." 


The second example is: "nothing in the 
buffer zone". This means no type, no 
lines, no graphics, nothing at all. 
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Page 9 


Standard Typeface 

° Univers family 

° 65 - bold 

* 55 = medium 

° Most applications 
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Third is no boxes or borders. The 
logo should not be enclosed in any 
kind of line or other decorations. 


And fourth is that 
added to the logo”. 
subsidiaries, 


“nothing should be 

No names of 
divisions, products, or 
anything else. The logo must stand 
alone. In effect this is a derivation 
of the buffer zone rule where nothing 
is to go into that. 


Page 9 sets the standards for the 
official typefaces of our 
corporation. 


Northern Telecom's official typefaces 
are from within a family of typefaces 
known as Univers. Two members of that 
family are standard. The first is 
called Univers 65 and is a bold 
typeface. The second, Univers 55, as 
you can see, is a medium typeface. 
These two typefaces are to be used in. 
most applications. In fact, if in 
doubt in any particular situation, 
one or both and you are more than 
likely to be correct. But when we 
into specific applications we will 
show you where you can use other 
typefaces from the Univers family. 


use 


get 


What we are saying here, then, is that 
Univers 65 and 55 are the typefaces 
which represent the corporation. They 
are the official corporate typefaces 
with very few exceptions. 


os 
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Names 

° Legal names 
Abbreviations 
Initials 
Never caps or 
decorations 


° 
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Company names are the subject of 
page 10. 


As you know the corporation and 
subsidiaries have several legal and 
commonly known names. These must be 
used with care and precision if we are 
to maintain a clear and consistent 
profile of the corporation around the 
world. 


This page outlines what the legal 
names are. It sets standards for 
abbreviations which are permissable, 
it explains the circumstances under 
which initials such as NTL, or NTI, or 
NTC can be used. 


In some instances company names can 
serve as a substitute for the Northern 
Telecom logo as a visual identifier. 
Those instances will be described when 
we get into the applications sections 
of the manual. 


One final feature of this page is that 
company names are never in capital 
letters and they are never decorated. 
They are never done in fancy scripts, 
or put in quotation marks, or 
underlined, or that sort of thing. 
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Page 11, color swatches 


Color 

° Northern Telecom blue 

Swatches - coated and 
uncoated 

Pantone 282 or 

Normacolor 247 

No process color 

screens 


Paint - 
Operations Standards 
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On page 11 is a description of the 
Northern Telecom color. 


The standard Northern Telecom color is 
Northern Telecom blue. There are 
swatches which are illustrations, if 
you wish, of this color at the back of 
the section. The swatches are on both 
coated and uncoated paper. 


The standard color, Northern Telecom 
blue, is achieved by using an 
ink-mixing formula, either Pantone 282 
or Normacolor 247. This may not mean 
a lot to you, that doesn't matter. 

The point is that if you are asking 
for the Northern Telecom blue to be 
printed, you can tell the printer to 
use Pantone 282. 


Another feature of the standards on 
this page is that Northern Telecom 
blue, the standard color, should not 
be produced using processed color 
screens. This is a little bit of a 
technicality which we can discuss 


later if you wish. The point is to 
pay attention to this standard. 


. 
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VI-11l Visual identifiers 
Pages 12, 13, 14, 15 


2. 


Intelligent Universe logo 


4 standard versions 
Standard colors 
Reproduction proofs 
Promotional items 
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And finally on the page are standards 
for producing the standard color, 
Northern Telecom blue, with paint. 
This is a little more complex than the 
standards for printing. It is 
controlled by the Operations Standards 
department at Mississauga. If you 
ever have to paint something Northern 
Telecom blue, read that section in the. 
manual. You may have to refer to the 
Operations Standards department for 
assistance. 


The next four pages, pages 12 to 15, 
set the standards for the Intelligent 
Universe logo. To fully understand 
these pages, you will have to read 
them in detail. 


In summary, the standards state that 
there are four versions of the 


Intelligent Universe logo. Each 
version has very specific rules with 
regard to color, size, and layout. 
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Page 16 


‘Incorrect uses 

° Never alter design 
Never change colors 
Choose background 
carefully 

Never screen 


° 
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Because the standards for the 
Intelligent Universe logo are very 
strict, the logo should always be 
reproduced from the reproduction 
proofs on page 15. 


On page 14 are the standards for the 
use of the Intelligent Universe logo 


On promotional items. As you will see 
when you read this page, the standards 
are looser for promotional items than 
for other applications. 


Some of the more common incorrect uses 
of the Intelligent Universe logo are 
illustrated on page 16. 


Let me draw your attention to a few of 
them. This will give you an 
illustration of how strict the 
standards are. 


Up on the top left of the page, for 
example, it says never alter the 
design of the logo. In that 
particular example, the words 
"Towards the Intelligent Universe" 
have been placed outside the circle. 


Right below, on the left, is an 
illustration of the standard colors 
being transposed. This is also an 
incorrect design of the logo. 


The third illustration from the top on 
the left-hand side makes the point 
that the background that you choose 
for the logo has to be carefully 
considered so that the logo gets 
maximum play on the printed page. 
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VI-13 Visual identifiers 
Page 17 


Conference logo 

° Senior management 
conferences 
Limited use 


a 


VI-14 Visual identifiers 
Page 18 


Hierarchy 

° Northern Telecom logo 
Other corporate logos 
° Marketing logos 

° Product logos 


ry 
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And finally, at the bottom left, there 
is a screen of the background which 
means that the background has been 
produced in a lighter tone. This also 
reduces the legibility of the logo and 
is-an incorrect use of the logo. 


The other examples make similar 
points. 


Page 17, on the conference logo, has 
very limited use. It sets the 
standards for the use of a logo that 
has been designed for senior 
management conferences only. Since 
very few people get involved in 
designing materials for these 
conferences, this page does not have 
wide application. 


The final page before the swatches in 
the Visual identifiers section, deals 
with how to use other logos in 
relation to the Northern Telecom logo. 
It is obvious that the most important 
logo of the corporation is the 
Northern Telecom logo. 


Second in the hierarchy are other 
corporate logos such as the 
Intelligent Universe logo. 


Taking third place in the hierarchy 
are marketing logos, such as the 
Digital World logo. 


And finally in the hierarchy, product 
logos. 
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The point being made here is that no 
logo should ever overshadow, in one 
way or another, another logo that is 
higher in the hierarchy. This is a 
little difficult to interpret in some 
applications. I£ you run into 
Problems, consult with your visual 
identification coordinator, or someone 
else who is thoroughly familiar with 
the manual. 


Coordinator 


IN-1 Northern Telecom Logo 


That completes this first major 
section of the manual on visual 
identifiers. 


From now on we will be dealing with 
specific applications of the four 
visual identifiers which, to 
summarize, are logos, typefaces, 
names, and color. 


I would like to remind you that 


whatever application you will be 
working on, whether it be 


transportation or stationery or 
publications, you should be thoroughly 
familiar with this section that we 
have just reviewed. If you read 
nothing else in this manual, please at 
least read the visual identifiers 
section. 


Before we go on to the next section of 
the manual, are there any questions 


about what we have just discussed. 


(answer questions) 
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Coordinator 


3. Stationery 


ST-O (Type Only) Literally thousands of people daily 
Stationery perceive the corporation through the 

stationery that it uses. This section 
sets standards for some of the more 
common types of stationery that are 
used in the corporation. It is not 
all inclusive because, as you know, 
there are hundreds of types of 


stationery. 
Designer 
ST-l Stationery The purpose of the standards in this 
Page contents section is to ensure clear and 
consistent identification of the 
Stationery corporation on letterheads, 
° Letterheads : specialized stationery, envelopes, 
° Specialized stationery business cards, labels, memos, and 
° Envelopes forms. 
° Business cards 
° Labels, memos, forms 
ST-2 Stationery Page 1 of this section is an overview 
Page 1 of the standards pertaining to 
: stationery. 
Quality 
° Design The most important point that is made 
° Typesetting on this page is that every effort 
r Printing | should be made to ensure the quality 
° Color of the stationery, the quality of 
° Paper design, the quality of typesetting, 
° Inspection the quality of printing, the quality 
of color, and even the quality of 
paper. 


To ensure that quality is maintained, 
of course, requires that incoming 
orders for stationery be inspected by 


somebody who is familiar with the 
standards. 
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Stationery 
Pages 2 and 3 


Letterheads 

° Logo - 1/5 page width 
Copy and hand out 

Use for checking 
Paper stock standard 


° 


° 


Stationery 
Page 4 


Specialized stationery 

° Letterhead size 

Logo - 1/5 page width 
Buffer zone 

Colors - forms control 


° 


° 
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Letterheads, on pages 2 and 3, are 
familiar to all of us. 


The principal standard here is in 
regard to the Northern Telecom logo. 
It should be one-fifth the width of 
the page. 


Page 2 has been designed so that you 
can just make a photocopy of it and 
hand it out to whoever is going to be 
producing stationery for you. Use 
this page for checking the letterhead 
that you receive and pay particular 
attention to the paper stock on which 
the letterhead is printed. 


It is obvious that a high-quality 
corporation should use high-quality 
paper - in order that its profile be 
consistent with its true character. 


The paper stock that is illustrated on 
page 3 should be used as a standard 


for comparison. If the supplier 
suggests a certain paper stock to you, 
compare the feel of the paper that he 
is suggesting to the feel of this 
paper and try to match the two as 
closely as possible. Whatever you do, 
don't use paper stock that seems to be 
of lesser quality than what is here. 


Specialized stationery on page 4 is 
used for countless applications, both 
inside and outside the corporation. 


Specialized stationery is the same 
size as a letterhead, that is, it is 
8-1/2 by 11 inches. 
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Stationery 
Pages 5 and 6 


Envelopes 
° Logo standards 
Layout standards 


Printing standards 


Stationery 
Page 7 


Business cards 

° Complete redesign 
Two versions 
Layout and print 
standards 


° 


° 
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The standards for specialized 
stationery also call for the Northern 
Telecom logo to be one-fifth the width 
of the page and, because there is 
printed information within the 
vicinity of the logo, it is important 
to pay attention to the buffer zone 
standard. 


The printed information that is below 
the logo must conform to certain color 
standards, but because these change 
from time to time, they are not 
included in this manual. Color 
standards for specialized stationery 
are maintained by the forms control 
department of each subsidiary. 


The next two pages, pages 5 and 6, set 
the standards for envelopes. 


Since there are many types of 
envelopes, we will not go into the 
detailed standards for each type at 
the moment. It is important though 
that you be aware that there are 
standards for the use of the Northern 
Telecom logo, that there are standards 
for the layout of all information on 
the envelope, and that there are 
standards for where and how certain 
information should be printed. 


What you see on page 7 is a completely 
redesigned format for all Northern 
Telecom business cards. 
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Stationery 
Page 8 


Labels 

° Shipping and mailing 
Logo 

Layout 

Color 


° 


Stationery 
Page 9 


Informal memos 
Primarily internal 
New line above logo 
No substitutes 


° 
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The format has been simplified so that 
there are only two versions of the 
card. 


One version has a Northern 
logo up on the left. That 
used by almost everybody. The second 
version, without the logo, is optional 
for senior executives, as defined on 
the page. They may choose not to have 
the logo on their card. 


Telecom 
is to be 


Obviously, the page also sets 
Standards for layout and where all 
information is to be printed. 


Page 8 illustrates the two most common 
types of labels used in the 
corporation. 


The top one is used for shipping; and 
the bottom one is used for mailing. 
For both of these there are standards 
as to the position and size of the 
Northern Telecom logo, the layout of 
the label, and the color that is to be 
used at the top and the bottom, 
Northern Telecom blue. 


There is a proliferation of informal 
memos throughout the corporation. 

This is costly, inefficient, and does 
not do much good for the corporation's— 
visual profile. 


This page sets standards for the one 
and only form of informal memo that is 
permissible. 
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Stationery 
Page 10 


Forms 
° 


Tighter logo standards 


Exception to standards 
Titles - Univers 65 
Text - Univers 55 
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Although informal memos are used 
primarily internally, many of them do 
find their way outside the corporation 
and carry the corporate profile to the 
outside. : 


You have probably seen this memo in 
use. What you are seeing here is a 
slight refinement of the previous 
standard. At the bottom of the memo, — 
just above the Northern Telecom logo, 
is a thin rule or line. The purpose 
of that is to protect the logo, so 
that it stands out. 


The main thing to remember with regard 
to the standards on this page is that 
no substitute should be permitted - in 
order to both save money for the 
corporation and present a clear and 
consistent profile of it. 


There are several thousand forms used 
throughout the corporation. Page 10 
shows a typical layout for one kind of 
form. The standards for this typical 
form should be interpreted for other 
types of forms. 


Significant on this page are tighter 
standards for the use of the Northern 
Telecom logo, standards that we 
discussed earlier in the visual 
identifiers section. Certain 
exceptions to those standards are 
outlined on this page. We won't get 
into them now. 


If you are going to be designing or 
ordering forms, take a look at the 
page. Make sure that titles on the 
form are in Univers 65 typeface and 
that the rest of the text is in 
Univers 55. 


a 
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IN-l1 Northern Telecom logo 


(New tray) 


3. 
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Coordinator 


That then brings us to the end of the 
Stationery section. 


As we said at the beginning, there are 
certainly several- forms of stationery 
that have not been covered. Each of 
those needs to be considered on its 
own, and if possible, in consultation 
with the visual identification 
coordinator - to maintain the clear 
and consistent quality of stationery 
that we referred to earlier. 


Before moving on to the next section, 
are there any questions? 


(answer questions) 
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(Type only) 
Publications 


Publications 


Page contents 


Publications 
° External 
Internal 
Binders 
Posters 


° 


° 
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Coordinator 
4. Publications 


The publications section of the manual 
contains more new and revised 
standards than any other. It deals 
with one of the largest applications 
of the visual identifiers: thousands 
of Northern Telecom publications are 
read by hundreds of thousands of 
people. It is vital that all of this 
communication carry the profile of the 
corporation clearly and consistently. 


Designer 


It is hard to categorize this 
proliferation of publications into 
neat and mutually exclusive 
categories. But basically, all 
publications fall into four 
categories: external publications, 
ones which are meant primarily for 
audiences outside of Northern Telecom; 
internal publications, mainly directed 
at Northern Telecom employees; 
binders, and posters. 


We will be reviewing standards for 
each of these categories now. 
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Publications 
Page 1 


Overview 

° Very important 

Major changes 
Improved consistency 
Covers only 

Focused creativity 


° 


° 


Publications 
Page 2 
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Let's start with the overview of the 
Standards, on page l. 


If you are involved with the design or 
production of publications it is very 
important to read this overview page 
because it introduces some of the 
major changes that have been brought 
into this area of application. 


The primary objective of the standards 
in this section is to improve the 
consistency of the appearance of the 
various publications Northern Telecom 
produces. 


The standards are for the covers of 
the publications only because it is 
the covers which are most visible and 
which carry the bulk of the corporate 
Profile. The standards, although 
there are relatively few, are very 
strict. The intention of this 
approach is to focus the creativity of. 
publication designers. The standards 
permit total design freedom and 
creativity within very few but fixed 
and rigid standards. 


We referred at the beginning of this 
seminar to the standard typefaces, 
Univers 55 and 65. These are shown on 
page 2 along with the rest of the 
Univers family of typefaces. The 
entire family is standard for 
publications. As you can see, the 
family presents the designer with a 
wide variety of choices to achieve 
virtually any look that he desires for 
a publication while remaining 
consistent with the overall corporate 
image. 
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PB-4 (Type only) So the first category of literature 
that we will be dealing with is 
External literature external. This is, as I said earlier, 
° Corporate literature with a primary .audience 
(institutional) outside the corporation. 
° Product 
Recruitment External literature breaks down into 
° All other four categories: corporate or 


institutional literature, product 
literature, recruitment literature, 
and all other literature. 


As in other cases, the dividing line 
among the various categories is not 

always that clear. I will give you 

some examples to illustrate what we 

mean by each of the categories. 


Corporate literature is literature 
prepared on behalf of the corporation 
or one of its subsidiaries, such as 
the annual report to shareholders. 


Product literature is literature which 
either promotes a product, accompanies 
a product, describes a product, is a 
user's manual, or is related to 
Products in some other way. 
Recruitment literature is literature 
which we use to attract employees into 
the corporation. 


All other literature is not as 
ambiguous as it seems. We've 
recognized that there is a whole body 
of literature which promotes special 
events, or refers to some aspect of 
the corporation that is not related to 
products or recruitment. For example, 
a flyer produced to promote the 
corporate film is literature which 
falls in to the "other" category. 
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Publications 
Page 3 


Corporate (institutional) 
Logo - 1/5 page width 
3 position options 
Univers 55 and 65 

on covers 

Univers family inside 


° 


° 


Publications 
Page 6 


Product literature 

°* Covers only 

5 vertical columns 
Logo second column, 
‘bottom 

Specific graphic area 


° 
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The first category of external 
literature is corporate or 
institutional literature. Standards 
for it are described on page 3. 


The principal standards are that the 
Northern Telecom logo must be 
one-fifth of the width of the page, in 
any one of three standard positions. 


The standard typefaces for this type 
of literature are Univers 55 and 65 on 
the covers. The remainder of the 
Univers family, which we saw two 
Slides ago, is permissible for use 
inside the publication. In addition, 
for publications of this nature which 
contain a large number of pages, in 
other words for large publications, it 
is permissible to stray beyond the 
Univers family and to use yet other 
typefaces. 


The next page, page 6, illustrates the 
standards for product literature. 


These standards are described in 
detail on the page we've just seen, 
page 3. But they are most clearly 
illustrated on this page we are now 
looking at. 


First, the standards for product 
literature pertain only to the cover. 
The design for the cover should be 
based on a grid consisting of five 
vertical columns. In other words, 
divide the page from top to bottom 
into five equal areas. 
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The Northern Telecom logo is always in 
the second column and down at the 
bottom of the page, where you see it 
on this slide. i‘ 


Above the Northern Telecom logo, the 
pink area, is what we call the graphic 
area. This is the area for which 
there are no standards. A designer 
can use this area, for whatever 
purpose he or she wishes. 


This is what I meant earlier by 
focused creativity. The designer can 
devote all of his creative attention 
to this graphic area. 


This approach ensures that, although 
creative freedom for the designer is 
not hindered, we are achieving a clear 
and consistent identification of the 
corporation throughout its 
publications. There will always be a 
blank column over on the left of the 
publication, and a space at the bottom 
which is also blank except for the 
Northern Telecom logo. 


Over a period of time, all 
publications referring to products 
will have this same look. 
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Page 7 


Examples 

° Vertical and 
horizontal 

° Photo, illustration, 


type 
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Page 7 illustrates what I have just 
been saying. 


What you see here are four very 
different examples of product 
literature. You see three that have a 
vertical design, and one, at the 
bottom right, with a horizontal 
design. The one at the top left uses 
a photo as its main theme, the one at 
the bottom left uses illustrations; 
and both the ones on the right, use 
type. 


Each has a different feeling, each 
promotes a different product, each is 
probably aimed at a different market, 
but they all have a consistency. They 
all have the blank left column and the 
blank bottom except for the logo. 


This clarity of corporate 
identification and consistency in 
design is what we are trying to ; 
achieve through this set of standards. 
And, of course, 
which is the protection and 
enhancement of the cornerstone of our 
visual identification, the Northern 
Telecom logo, is achieved. 


eur primary concern 
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Publications 
Page 4 


Recruitment 

° Cover only 
Recruitment signature 
No other logos 
Univers family 


Publications 
Page 4 


All other 
° Few restrictions 
Prominent NT logo 


° NT logo 1/5 page width 
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The standards for recruitment 
literature, yet another form of 
external literature, are on page 4. 


The standards refer only to the covers 
of the recruitment literature. They 
call for the placement of the 
recruitment signature, which we will 
be dealing with in a later section, on. 
the covers of all literature produced 
for this purpose. 


The standards do not allow for any 
other logos to be placed on the cover. 
The Northern Telecom logo, as you will 
see later, is part of the recruitment 
signature. 


Finally the standards call for the use 
of the Univers typeface family on 
recruitment literature covers. 


Few restrictions apply to all other 
external literature. The standards 
for this literature are on page 4. 


Because this type of literature serves 
so many purposes, the only two real 
standards are that the literature 
carry a prominent Northern Telecom 
logo, and that the Northern Telecom 
logo be one-fifth the width of the 
page. 


Here, as elsewhere of course, it is 
mandatory that the design of the 
publication be of the highest 
quality. 
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PB-11 


PB-12 


Page 5 


Examples 

° Corporate 
Recruitment 

° Other 


‘(Type only) 


Internal literature 

° Overall standards 

° Tabloids 
Newspapers 


Publications 


Page 8 


Overall standards 
° Covers only 


° 


° 


5 vertical columns 
3 position options 
Titles - Univers 
55 or 65 
Maximum 3 
typefaces inside 


° 


NT logo 1/5 page width 
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On page 5 are examples of the three 
types of external literature that we 
have just been discussing: corporate 
recruitment, and other. 


At the top left is an example of the 
corporate literature with standards 
properly applied. 


At the bottom is recruitment 
literature. There you can see the 
recruitment signature. 


On the top right is the flyer that is 
used to promote the corporate film. 


We will move on now to internal 
literature. There is a set of overall 
standards which apply to all internal 
literature. In addition, there are 
specific standards which apply to 
tabloids and to local newspapers 
produced for a plant, or an office, or 
a lab. 


The standards on page 8 apply to all 
internal literature. ; 


Standards are to be used in the design 
of covers only. The inside of such 
literature is not covered by this 
manual. 


On the cover, the Northern Telecom 
logo is to be one-fifth of the width 
of the page. 
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< Page 9 


6 


° 


5 vertical columns 
° 3 position options 


PB-13 Publications 
Page 8 


Tabloids 

° Standard masthead 

Univers headlines 

Text type optional 
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The cover is to be divided into five 
vertical columns. The Northern 
Telecom logo can be placed in any one 
of three different positions. That 
is, it can be in any one of three 
columns. 


For instance, literature titles on the 
front cover must be in either Univers 
55 or 65 typeface. 


To ensure high-quality design, the 
standards also dictate that a maximum 
of three typefaces be used inside the 
publication. 


The next page, page 9, illustrates the 
five vertical columns and the three 
position options for the Northern 
Telecom logo. 


Let's return to page 8 and examine the 
standards for tabloids. 


For tabloids, there are specifications 
for a standard masthead. We won't go 
into detail on this subject, but if 
you are in charge of the design of a 
tabloid you should read those 
standards carefully. 
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Publications 


Page 8 


Newspapers 

° NT logo 

° Publication title 
° Date 

Univers family 

or typewritten 


Publications 
Page 10 


Examples 

° Miscellaneous 
° Tabloid 

° Newspapers 
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Again, headlines for tabloids must be 
from the Univers typeface family, 
although not necessarily Univers 55 or 
65. The rest of the text, other than 
headline, can be in any typeface that 
looks good and is clearly legible. 


Finally on page 8 are the standards 
for newspapers. 


-The standards call for placement of 


the Northern Telecom logo on the front 
of the newspaper. They specify that 
the publication title be on the front 
page, that the date of the publication 
be there also, and that the newspaper 
be set using type from the Univers 
family. 


In the case of low budget publications 
where there is not enough money for 
typesetting, the publications are to 
be typewritten. And, even if you can 
afford typesetting but Univers is not 
available in your area, you should 
typewrite the newspaper rather than 
use another typeface. 


Skipping to page 10, you will find 
examples of the various types of 
internal literature we have been 
describing. 


The two examples at the top of the 
page are miscellaneous pieces, ones 
which are neither tabloids nor 
newspapers, and the two at the bottom, 
obviously, are a tabloid and an 
example of a local newspaper. 
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Page ll 


Binders 
° Colors 
Covers 
Spine 


° 


' PB-1l6a Publications 
Page 12 


° Cover 
Spine 
Back 


PB-17 Publications 
Page 14 


Colors 

° 4 binder “colors 
Standard NT logo colors 
Print same as logo 


° 
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This page illustrates how the 
standards outlined previously have 
been properly applied. 


Because binders usually co-exist with 
literature, you are likely to find 
product brochures and product binders 
together on the same shelf. They have 
been included in this publications 
section for this reason. 


The standards developed for binders 
are consistent with, and closely tied 
to, the standards developed for the 
various types of literature. The 
standards for binders include the 
colors that are to be used, what is to 
be put on to the covers, and how 
spines should be treated. 


Page 12 contains an illustration of 
all of the standards pertaining to 
binders. Use this when designing a 
binder. 


However, for the purpose of this 
discussion, we will use'page 14 to 
illustrate the principal standards. 
First: colors. 

Binders can be produced in any one of 


four standard colors: Northern Telecom 
blue, black, white, or gray. 


There are standard colors for the 
Northern Telecom logo. 
Northern Telecom blue, 
white. 


The colors are 
black, or 
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(Gives a copy of brochure to each 
participant.) 


This brochure is intended to create 
awareness of the visual identification 
program, and to outline the standards in 
the manual. Please take a moment to look - 
at it. 


(pause) 


If there are others in your department or 
location who prepare materials covered by 
the standards in the manual, they should 
receive a copy of this brochure. They 
should also know that you are a registered 
holder of the manual and familiar with its 
contents. ; 


So, when you return to your office, please 
make a list of all’ these people and send 
it to me. I will then send you a brochure 
for each of them. 


We suggest that you distribute the 
brochures with a covering memo, to each 
person on your list. The memo should say 
that you have attended this seminar, have 
a copy of the manual, and are familiar 
with its contents. 


Are there any questions? 


(answer questions) 
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SLIDES SPEAKER 


G. Action plans 
Coordinator 


The cover of the manual says that visual 
identification and design standards are 
"to be used by all Northern Telecom 
employees and suppliers." As we 
discovered in your questions and comments, 
much needs to be done to make sure that 
the standards are indeed implemented. 


To monitor the implementation of the 
Standards, I am going to ask you for two 
things: 

° one, give me a list now of items within 
your area of responsibiity which you 
think need to be brought into line with 
the standards; and, 


two, within a week, send me a memo 
confirming what you have told me today - 
the memo should itemize, in as much 
detail as possible, all items which need 
to be changed to meet the new standards, 
a schedule for changing them, the 
estimated cost of this activity, and any 
projected cost-savings. 


I will send a summary of your memos to 
Mississauga where all the information will 
be consolidated into an overall assessment 
of the program. 


Now, would each of you please tell me the 
items which you think need to be changed 
to conform to the standards. 


(Writes down what each participant tells 
him/her. ) 


¢ 
( 
\ 


Thank you. 
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SLIDES SPEAKER 


H. Questions and answers 


Coordinator 


That brings the formal part of our 
seminar to a close. Before I conclude, 
are there any final questions? If you 
wish, you may stay behind later, to 
discuss any detailed questions with either 
Ken or myself. 


(answer questions) 
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SLIDES 
I. Summary 


74, 


SPEAKER 


Coordinator 


To conclude I will briefly review our 
objective for this seminar and what we 
have done to meet it. 


Our principal objective today was to 
introduce ourselves to you, to outline the 
visual identification program, and to make 
you comfortable with the Visual 


identification and design standards 
manual. 


We showed you an audio-visual presentation 
about the program; discussed the 
importance of visual identification in 
general, to the corporation, and to you 
personally; and, guided you through the 
Manual to highlight some of its features 
and most important standards. 


It has been a pleasure spending this time 
with you. On behalf of Ken, I thank you 
for your attendance, and your patience. 


